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I. INTRODUCTION 

A. PURPOSE OF REQUEST FOR PROPOSALS 

This Request for Proposals (RFP) has been developed for the purpose of 

soliciting, evaluating, and selecting proposals for secure document destruction and 

recycling services. Offeror will provide both periodic and on-demand secure 

document destruction and recycling services throughout the District's three 

counties (Cibola, Sandoval, and Valencia). Documents to be destroyed include 

finance-related documents, personnel records, attorney work-product, documents 

protected by law, and other confidential information. Offeror must destroy 

documents on site and provide certification of destruction upon request. 

 

B. BACKGROUND INFORMATION 

The 13th Judicial District (TJDC) is comprised of three counties; Sandoval, Valencia and 

Cibola with court locations in Bernalillo, Los Lunas and Grants. The District is seeking to 

open bidding for vendors to provide secure document shredding for each district 

courthouse in order to securely dispose of/recycle court documents.  

 

C. SCOPE OF WORK 

Services for secure document shredding shall generally include:  

1. Secure destruction of documents on site in each of the three district courthouses. 

(Cibola, Sandoval, Valencia)  

2. Document destruction shall be periodic at a regular schedule set by the Chief 

Executive Officer.  

3. In addition to periodic destruction of documents, the scope of work calls for on-

demand document destruction at any or all of the three district courthouses.  

4. Recycling of destroyed documents.  

5. Provide certification of destruction upon request of court administration.  

 

D. SCOPE OF PROCUREMENT 

The initial contract for the proscribed scope of work shall be for a period of one (1) or 

more years at the discretion of the Thirteenth Judicial District Court. The TJDC reserves 

the option of renewing the initial contract for any period which is deemed most 

advantageous to the TJDC but in no case shall the contract entered into, including any 

renewals thereof, exceed a total duration of four years 
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E. PROCUREMENT MANAGER 

Thirteenth Judicial District Court has assigned a Procurement Manager who is 

responsible for the conduct of this procurement whose name, address, telephone number 

and e-mail address are listed below:  

   Karl W. Reifsteck, CEO 

 13th Judicial District Court 

 P.O. Box 1089 

 Los Lunas, NM 87031 

 Phone (505) 865-0424 

 Email berdkwr@nmcourts.gov 

 

1. All deliveries of responses via express carrier or U.S. Mail must be addressed 

to Karl W. Reifsteck at the above address.  

 

2. Any inquiries or requests regarding this procurement should be submitted, in 

writing, to the Procurement Manager.  Offerors may contact ONLY the 

Procurement Manager regarding this procurement.  Other state or court employees 

do not have the authority to respond on behalf of the Thirteenth Judicial District 

Court.  

 

F. DEFINITION OF TERMINOLOGY 

This section contains definitions of terms used throughout this procurement document, 

including appropriate abbreviations:  

 

Business Hours: 8:00AM through 5:00PM 

Close of Business: 5:00PM 

Contract: a written agreement for the procurement of items or tangible personal 

property, services or professional services.  

Contractor: the successful Offeror who enters into a contract with the Thirteenth Judicial 

District Court 

Desirable: The terms “may,” “can,” “should,” “preferably,” or “prefers” identify a 

desirable or discretionary item or factor.  

Determination: the written documentation of a decision of a procurement manager, 

including findings of fact required to support a decision.  A determination becomes part 

of the procurement file.  

Offeror: any person, corporation, or partnership who chooses to submit a proposal. 

Request for Proposals or RFP: all documents, including those attached or incorporated 

by reference used for soliciting proposals.  

Responsible Offeror: an Offeror submitting a responsive proposal and who has 

furnished, when required, information and data to prove that its financial resources, 

personnel, service reputation and experience are adequate to make satisfactory delivery 

of the services described in the proposal.  

Responsive Offer or Responsive Proposal: an offer or proposal that conforms in all 

material response to the requirements set forth in a request for proposals.  Material 
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respects of a request for proposals include but are not limited to price and quality of 

service.  

Solicited and Awarded: an Invitation to Bid or RFP was made available to the general 

public, through any means.  

TJDC: Thirteenth Judicial District Court  

 

II. CONDITIONS GOVERNING THE PROCUREMENT 

A. SEQUENCE OF EVENTS 

The Procurement Manager will make every effort to adhere to the following schedule:  

Action Responsible Party Time Frames 

Issue RFP Procurement Manager June 6, 2016 

Distribution List Procurement Manager June 10, 2016 

Deadline to Submit Written Questions 

 

Potential Offerors June 15, 2016 

Response to Written Questions Procurement Manager June 17, 2016 

Submission of Proposal Potential Offerors June 22, 2016 

Proposal Evaluation TJDJ June 27, 2016 

Contract Awards TJDC/Offerors June 28, 2016 

Protest Deadline Offerors July 8, 2016 

 

B. EXPLANATION OF EVENTS 

The following paragraphs describe the activities listed in the sequence of events 

shown in Section II, Paragraph A, above.  

1. Issuance of RFP 

This RFP is being issued on behalf of the Thirteenth Judicial District Court in 

Valencia, Sandoval, and Cibola Counties on June 6, 2016. 

 

2. Distribution of List Response Due 

Potential Offerors should hand deliver, return by electronic mail, facsimile, 

registered or certified mail, the Acknowledgment of Receipt of Request for 

Proposals form that accompanies this document, APPENDIX A, to have their 

organization place on the procurement distribution list.  The form should be 

signed by an authorized representative of the organization, dated and returned 

to the Procurement Manager by 3:00PM June 22, 2016.  

3. Deadline to Submit Written Questions 

 

Potential Offerors may submit written questions to the Procurement Manager 

with the intent to clarify the RFP until June 15, 2016 as indicated in the 

sequence of events. All written questions must be addressed to the 

Procurement Manager as declared in Section I, Paragraph D.  
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4. Response to Written Questions 

Written responses to written questions will be distributed as indicated in the 

sequence of events to all potential Offerors whose organization name appears 

on the procurement distribution list.  An electronic mail copy will be sent to 

all Offeror’s that provide Acknowledgement of Receipt forms described in 

II.B.2 before the deadline. 

 

5. Submission of Proposal 

All offeror proposals must be received for review and evaluation by the 

procurement manager or designee no later than 3:00PM on June 22, 2016 

Proposals received after this deadline will not be accepted. The date and time 

of receipt will be recorded on each proposal.   

 

Proposals must be addressed and delivered to the Procurement Manager at the 

address listed in Section I, Paragraph D2.  Proposals must be sealed and 

labeled on the outside of the package to clearly indicate that they are in 

response to the Request for Proposals 2017-2A for Document Shredding 

Services.  

 

A public log will be kept of the names of all offeror organizations that 

submitted proposals.  Pursuant to NMSA 1978 § 13-1-116, the contents of 

proposals shall not be disclosed to competing potential offerors during the 

negotiation process.  The negotiation process is deemed to be in effect until 

the contract awarded pursuant to the Request for Proposals has been fully 

executed.  

 

6. Form of Submission 

The applicant's original proposal must be unbound with no staples, paper clips, 

fasteners, or heavy or lightweight paper stock within the document itself.  It may be 

necessary to reproduce the original proposal to provide sufficient copies for review 

purposes.  Therefore, the applicant should not include anything that cannot be 

photocopied using automatic processors.  Such items include anything stapled, folded, 

pasted, or in a size other than 8-1/2" x 11" on white paper and heavy or lightweight 

paper that could disable the photocopy machine and/or become destroyed.  Odd-sized 

attachments of any kind will not be copied.  Excessive or over-sized material, e.g., 

posters, videotapes, audiotapes or CDs should not be included.  

 

7. Proposal Evaluation 

This process will take place as indicated in the Sequence of Events, depending 

on the number of proposals received. During this time, the Procurement 

Manger may initiate discussions with Offerors who submit responsive or 

potentially responsive proposals for the purpose of clarifying aspects of the 

proposals.  Proposals may be accepted and evaluated without such discussion. 

 Discussion SHALL NOT be initiated by the Offerors.  
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8. Contract Awards 

After review of the proposals the TJDC will award the contract as per the 

schedule in Section II, A. Sequence of Events, or as soon as possible 

thereafter. This date is subject to change at the discretion of the TJDC.  The 

contract shall be awarded to the Offeror whose proposal is most advantageous 

to the TJDC and the State of New Mexico, taking into consideration the 

evaluation factors set for in the RFP.  The most advantageous proposal may or 

may not have received the most points.   

 

9. Protest Deadline 

Any protest by an Offeror must be timely an in conformance with § 13-1-172 

NMSA 1978, and applicable procurement regulations. The fifteen (15) day 

protest period shall begin on the day following the award of contracts and will 

end at 5:00PM on the 15th day.  Protests received after the deadline will not be 

accepted. Protests must be written and must include the name and address of 

the protestor and the RFP number.  It must also contact a statement of the 

grounds for protest, including appropriate supporting exhibits and must 

specify the ruling requested from the TJDC.  The protest must be delivered to:  

  Karl W. Reifsteck, CEO and General Counsel 

 13th Judicial District Court 

 P.O. Box 1089 

 Los Lunas, NM 87031 

 Phone (505) 865-0424 

 Email berdkwr@nmcourts.gov 

 

C. GENERAL REQUIREMENTS 

1. Acceptance of Conditions Governing the Procurement 

Potential Offerors must indicate their acceptance of the Conditions Governing 

the Procurement section in the letter of transmittal.  Submission of a proposal 

constitutes acceptance of the Evaluation Factors contained in Section V of this 

RFP.  

 

2. Incurring Cost 

All costs incurred by the potential Offeror in the preparation, transmittal, or 

presentation of any proposal or material submitted in response to this RFP 

shall be borne solely by the offeror, whether or not the offeror is the successful 

offeror. 

 

3. Prime Contractor Responsibility 

Any Contract that may result from this RFP shall specify the prime contractor 

is solely responsible for the fulfillment of any contract with the TJDC that 

may derive from this RFP.  The TJDC hiring a vendor from the contract will 

make payments only to the prime contractor.  
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4. Subcontractors 

The use of subcontractors is allowed.  Regardless of the use of subcontractors, the 

liability and responsibility for contract performance rests solely with the entity listed 

as the prime contractor on the TJDC contract.  The use of subcontractors must be 

clearly explained in the proposal and major subcontractors must be identified by 

name. The prime contractor must receive approval, in writing, from the TJDC before 

any subcontractor is used during the term of this agreement. Major subcontractors 

consist of greater than two (2) persons.  In addition, experience and references for 

subcontractors shall be submitted upon request.   

 

5. Amended Proposals 

An Offeror may submit an amended proposal before the deadline for receipt of 

proposals by delivering written notice to the Procurement Manager. The revision or 

withdrawal must be signed by the person submitting the amended proposals and must 

be complete replacements for a previously submitted proposal and must be identified 

as such in the transmittal letter.  The TJDC will not merge, collate, or assemble 

proposal materials.  

 

6. Offerors Rights to Withdraw Proposals 

Offerors will be allowed to withdraw their proposal at any time prior to the deadline 

for receipt of proposals.   The Offerors must submit a written withdrawal request 

addressed to the Procurement Manager.  The revision or withdrawal must be signed 

by the person submitting withdrawal request.  

 

7. Proposal Offers Firm 

Responses to this RFP, including proposal prices for services, will be considered firm 

for one hundred twenty (120) days after the due date for receipt of proposals.  

 

8. Disclosure of Proposal Contents 

The contents of any proposal shall be kept confidential until negotiations are 

completed by the TJDC. After the selection of a proposal, the register of proposals 

shall be open to public inspection, except for material that is clearly marked 

proprietary or confidential.  The Procurement Manager will not disclose or make 

public any pages of a proposal on which the potential Offeror has stamped or 

imprinted “proprietary” or “confidential” subject to the following requirements..  

Such data shall accompany the proposal and shall be readily separable from the 

proposal in order to facilitate eventual public inspection of the non-confidential 

portion of the proposal. 

 

Confidential data is normally restricted to confidential financial information 

concerning the Offeror’s organization and data that qualified as a trade secret in 

accordance with the Uniform Trade Secrets Act, NMSA 198 § 57-3A-1 though § 57-

3A-7. The price of services proposed shall not be designated as proprietary or 

confidential information.   
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If a request is received for disclosure of data for which an Offeror has made a written 

request for confidentiality, the TJDC shall examine the Offeror’s request and make a 

written determination that specifies which portions of the proposal should be 

disclosed.  Unless the Offeror takes legal action to prevent the disclosure, the 

proposal will be so disclosed.  The proposal shall be open to public inspection subject 

to any continuing prohibition on the disclosure of confidential data.  

 

9. No Obligation 

This procurement in no manner obligates the TJDC or any of its departments 

or agencies to the service offered until a valid, written, contract is approved by 

the Thirteenth Judicial District Court.  

 

10. Termination 

When it is in the best interest of the State of New Mexico, the RFP may be 

canceled, or any and all proposals may be rejected in whole or in part. 

 

11. Revisions/Supplements 

The Thirteenth Judicial District Court shall not issue a revision or supplement to the RFP 

less than seven (7) working days before the deadline set for the receipt of proposals, 

unless the Thirteenth Judicial District Court extends the deadline. 

 

12. Sufficient Appropriation 

Any contract awarded as a result of this RFP process may be terminated or 

reduced in scope if sufficient appropriations or authorizations do not exist.  

Such termination will be effected by the TJDC sending written notice to the 

contractor.  The TJDC’s decision as to whether sufficient appropriations and 

authorizations are available will be accepted by the contractor as final. 

 

13. Legal Review 

The TJDC requires that all Offerors agree to be bound by the General 

Requirements contained in this RFP.  Any Offeror concerns must be provided 

promptly, in writing, to the attention of the Procurement Manager.  

 

14. Governing Law 

This procurement and any agreement with an Offeror that may result from this procurement 

shall be governed by the laws of the State of New Mexico.  

 

15. Basis for Proposal 

Only information supplied, in writing, by the TJDC through the Procurement Manager or in 

this RFP should be used as the basis for the preparation of Offeror proposals.  Current and 

updated information regarding this procurement is available on the TJDC website at: 

http://www.13districtcourt.com 

 

 

 

http://www.13districtcourt.com/
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16. Contract Terms and Conditions 

The contract between the TJDC using the contract and the associated contractor will follow 

the format specified by the TJDC and contain the term and conditions set forth in this RFP. 

The TJDC reserves the right, however, to negotiate with an Offeror provision in addition to 

those contained in the RFP.  The contents of this RFP, as revised and/or supplemented, and 

the successful Offeror’s proposal will be incorporated into and become part of the resultant 

Contract.  

 

Payment will be made monthly upon receipt of a detailed invoice for services rendered, 

following the TJDC guidelines. Invoices must be submitted to the court no later than two (2) 

weeks after the month’s end.  

 

If the determination is made that there is insufficient funding to continue or finalize a 

project, the contractor will be compensated to the level of services performed, as 

authorized by the TJDC prior to that determination.  This provision however, is not 

exclusive and does not waive other legal rights and remedies afforded the TJDC in 

such circumstances as Contractor default or breach of contract. 

 

17. Offeror’s Terms and Conditions 

Offerors must submit with the proposal a complete set of any additional terms and conditions 

they expect to have included in a contract negotiated with the TJDC.  

 

18. Contract Deviations 

Any additional terms and conditions, which may be the subject of negotiation, will be 

discussed only between the TJDC and the Offeror selected from the Contract and shall not be 

deemed an opportunity to amend the Offeror’s proposal.  

 

19. Offeror Qualifications 

The TJDC designee may make such investigations as necessary to determine the ability of the 

potential Offeror to adhere to the requirements specified within this RFP.  The designee will 

reject the proposal of any potential Offeror who is not a Responsive Offeror or fails to submit 

a responsive offer as defined in NMSA 1978, § § 13-1-83 and 13-1-85.  

 

20. Right to Waive Minor Irregularities 

The TJDC reserves the right to waive minor irregularities as well as mandatory requirements; 

provided that all of the otherwise responsive proposals failed to meet the same mandatory 

requirements and that failure to do so, does not otherwise materially affect the procurement.  

This right is at the sole discretion of the TJDC designee.  

 

21. Change in Contractor Representatives 

The TJDC reserves the right to require a change in contractor representatives if the assigned 

representatives are not, in the opinion of the TJDC, meeting its needs adequately.  

 

22. Notice 

The Procurement Code, NMSA §§ 13-1-1 through 13-1-199, imposes civil and misdemeanor 

criminal penalties for its violation.  In addition, the New Mexico criminal statutes impose 

felony penalties for bribes, gratuities, and kick-backs. 
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23. State Agency Rights 

The TJDC in agreement with the court designee reserves the right to accept all or a portion of 

a potential Offeror’s proposal.  

 

24. Right to Publish 

Throughout the duration of this procurement process and contract term, Offerors and 

contractors must secure written approval prior to the release of any information that pertains 

to the potential work or activities covered by the procurement and/or state agency contracts 

deriving from this procurement from the TJDC and the Contract Lead.  Failure to adhere to 

this requirement may result in disqualification of the Offeror’s proposal or removal from the 

contract.  

 

25. Ownership of Proposals 

All material submitted in response to this RFP becomes the property of the State of New 

Mexico and the Thirteenth Judicial District Court. 

 

26. Confidentiality 

Any confidential information provided to, or developed by the contractor in the performance 

of the contract resulting from this RFP shall be kept confidential and shall not be made 

available to any individual or organization by the contractor without the prior written 

approval of the TJDC.  

 

27. Electronic Mail Address Required 

Most communication regarding this procurement, will conducted by electronic mail (e-mail). 

Offeror must have and provide a valid e-mail address to receive this correspondence. (See 

also, Section II.B.5, Response to Written Questions) 

 

28. Use of Electronic Versions of this RFP 

This RFP is being made available by electronic means.  If accepted by such means, the 

Offeror acknowledges and accepts full responsibility to insure that no changes are made to 

the RFP.  In the event of conflict between a version of the RFP in the Offeror’s possession 

and the version maintained by the TJDC, the version maintained by the TJDC shall govern.  

 

29. Insurance 

The offeror shall provide a copy of current, applicable insurance. The cost of insurance is solely 

the responsibility of the offeror.  (APPENDIX F, if applicable) 

 

30. Campaign Contribution Disclosure Form 

Offeror must complete, sign, and return the Campaign Contribution Disclosure from (See 

APPENDIX C) as part of its proposal.  This requirement applied regardless of whether a 

covered contribution was made or not made for the positions of Governor and Lieutenant 

Governor. Failure to complete and return the signed, unaltered form will result in 

disqualification.  

 

31. Pay Equity Reporting Requirements 

If the Offeror has ten (10) or more employees OR eight (8) or more employers in the same 

job classification, Offeror must complete and submit the required reporting form (PE10-249) 

if they are awarded a contract.   
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For contracts that extend beyond one (1) calendar year, or are extended beyond one (1) 

calendar year, Offeror must also agree to complete and submit the required form annually 

within thirty (30) calendar days of the annual bid or proposal submittal anniversary date and, 

if more than 180 days has elapsed since submittal of the last report, at the completion of the 

contract.  

 

Should Offeror not meet the size requirement for reporting at contract award but 

subsequently grows so that they meet or exceed the size requirement for reporting, Offeror 

must agree to provide the required report within ninety (90) calendar days of meeting or 

exceeding the size requirement.   

 

Offeror must also agree to levy these reporting requirements on any subcontractor/s 

performing more than 10% of the dollar value of this contactor.  Offeror will submit the 

required report, for each such subcontractor within ninety (90) calendar days of that 

subcontractor’s meeting or exceeding the size requirement.  

 

32. Conflict of Interest  

The Offeror warrants that it presently has no interest and shall not acquire any interest, direct 

or indirect, that would conflict in any manner or degree with the performance or services 

required under the contract. The Offeror certifies that the requirements of the Governmental 

Conduct Act, NMSA 1978, § 10-16-1 through § 10-16-18, regarding contracting with a 

public officer or state employee or former state employee have been followed.  

 

III. RESPONSE FORMAT AND ORGANIZATION 

A. NUMBER OF RESPONSES 

Potential Offerors shall submit only one (1) proposal for this RFP.  

 

B. NUMBER OF COPIES 

Offeror shall deliver one (1) original proposal and three (3) copies (4 total) must be submitted to the 

Procurement Manager.  

 

C. PROPOSAL FORMAT 

In preparing a proposal please prominently note in the document that the proposal shall be 

applied to RFP No. 2017-2A. Direct reference to pre-prepared or promotional material may be 

used if reference and clearly marked.  Promotional material should be minimal.  The proposal 

must be organized in the following format and must contain, at a minimum, all listed items in 

the sequence indicated.  
 

1. The Letter of Transmittal which must: 

      (1) identify the RFP ; 

      (2) identify the submitting organization;  

      (3) identify the name, title, address, telephone, fax, and email of the person 

authorized by the organization to:  contractually obligate the organization; 

       negotiate the contract on behalf of the organization (if different); provide 

clarification on the proposal (if different);  

(4) identify if sub-contractors will be used in the performance of the contract award;  

(5) describe any relationship with any entity that will be used in the performance of 



 

 
 

12 

  

this awarded contract;  

(6) identify the following with a check mark and signature where required:  

 i. explicitly indicate acceptance of the Conditions Governing the Procurement 

stated in Section II, Paragraph C.1;  

 ii. Acknowledge acceptance of Section V of this RFP;  

 iii. Acknowledge receipt of any and all amendments to this RFP; and 

 iv. Be signed by the person authorized to contractually obligate the organization; a 

(7) indicate the date of the proposal and the deadline for submission; and 

(8) include federal tax number and New Mexico Gross Receipts Tax number, if 

applicable.  

2. Response to Specifications, including Cost Response Form 

3. Response to TJDC Terms and Conditions 

4. Offeror’s Additional Terms and Conditions 

5. Campaign Contribution Form 

6. Signed Employee Health Coverage Form, if applicable 

7. Signed Affidavit pursuant to the Governmental Conduct Act, if applicable 

8. Conflict of Interest Affidavit, if applicable 

9. Other Supporting Material (optional) 

 

Within each section of the proposal, Offerors should address the items in the order in which they 

appear in this RFP.  All forms provided in this RFP must be thoroughly completed and included 

in the appropriate section of the proposal.  All discussion of proposed costs, rates or expenses 

must appear on the Cost Response Form.  Any proposal that does not adhere to this format and 

does not address each specification and requirement within the entire RFP may be deemed 

nonresponsive and rejected on that basis.  Offerors may attach other material they believe may 

improve the quality of their responses.  

 

IV. SPECIFICATIONS 

Offerors should respond in the form of a thorough narrative to each specification, unless otherwise 

indicated. The narratives, including required supporting materials will be evaluated and awarded points 

accordingly.   

A. TECHNICAL SPECIFICATIONS 

1. Organizational Experience 

Offerors must: 

a. Provide a description of relevant experience (state government/private sector). The 

experience of all proposed subcontractors must be described.  The narrative must 

thoroughly describe how the Offeror has supplied secure document destruction and 

recycling services for similar contracts.  

b. Describe how the Offeror will provide both periodic and on-demand secure document 

destruction and recycling services. Include any current contracts providing such timely 

services.  

c. Provide a description of how these services will be coordinated among all three counties 

(Cibola, Sandoval and Valencia) in the District.  

d. Document any previous experience with the secure destruction of finance-related 

documents, personnel records, attorney work product, documents protected by law, and 

other confidential information. 

e. Include any information or documentation on relevant liability insurance or bonding.  
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f. Describe the type of document destruction provided (ie cross-cut, etc.) and include 

information on the process for recycling including any relationships with other entities.  

g. Provide a description of how the documentation will be collected and shredded to prevent 

document loss.  

h. Include the process for certifying document destruction and provide an example of a 

certification of destruction.  

 

2. Organizational References 

Offerors should provide a minimum of three (3) professional references for similar services 

performed for private and State and/or local government entities within the last three years. 

Offerors are required to submit APPENDIX E, Reference Questionnaire, for the business 

references they list. The business references must submit the Reference Questionnaire directly to 

the designee described in Section I, Paragraph D.  It is the Offeror’s responsibility to ensure that 

the completed forms are received by or before the proposal submission deadline for the inclusion 

in the evaluation process.   

 

B. BUSINESS SPECIFICATIONS 

1. Cost 

Offerors must complete the Cost Response form in APPENDIX D. Cost will be measured by the 

lowest bid.  The contract amount for services for one (1) year shall not exceed the legislative 

appropriation for that year.  Selected offeror shall perform as an independent contractor for entire 

term of contract and is responsible for all state and federal taxes and any licensing or training costs. 

 

2. Financial Stability 

Offerors must submit copies of financial statements for the preceding three (3) years, if they exist. 

The selected offeror will be required to maintain all records (including source documentation) 

relating to services provided as evidence of costs incurred; it is the responsibility of the Contractor 

to assure that an accounting system is in existence which conforms to generally accepted 

accounting principles; procedures must be established and supporting documentation maintained 

to substantiate costs. 

 

V. EVALUATION 

A. EVALUATION POINT SUMMARY 

The following areas will be rated against the total points (100 possible) as indicated: 

A. Technical  Specifications 

A(1) Organizational Experience 20 Points 

Points will be awarded based on the thoroughness and clarity of the response, the breadth 

and depth of the experience cited and the perceived quality of the response.  

  A(2) Organizational References 5   Points 

Points will be awarded based upon an evaluation of the responses to a series of questions 

asked of the references concerning the quality of the Offeror’s services, timeliness of 

services, responsiveness to problems and complaints, and the over level of satisfaction 

with Offeror’s performance.  

B. Business Specifications 

B(1) Cost    75 Points 

Preference will be given to the lowest bids.  
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B(2) Financial Stability   

Pass/Fail only. No points assigned. 

B. EVALUATION PROCESS 

1. A representative of the Thirteenth Judicial District Court will open the proposals 

immediately after the deadline and will record them in the proposal log.  The representative 

will perform a preliminary review of the proposals to determine compliance with the 

mandatory requirements of the RFP.   

 

2. All proposals received by the Thirteenth Judicial District Court on or before the 

submission deadline shall become the property of that office and shall not be returned to the 

applicant.  The Thirteenth Judicial District Court shall have the right to use any or all ideas 

contained in the proposal.  Acceptance or rejection of a proposal shall not affect this right. 

 

3. All proposals submitted to Thirteenth Judicial District Court will be evaluated according 

to an established set of weighted evaluation factors described below by a team assembled by 

the CEO for this purpose. The Thirteenth Judicial District Court may request an oral 

presentation of a proposal. The Thirteenth Judicial District Court may contract with one 

Offeror or with multiple Offerors.  

 

4. The proposal evaluation criteria will be based on a total of one-hundred (100) points. 

 

5. The Procurement Manager may contact the Offeror for clarification of the response as 

specified in Section II, Paragraph B.6.  

 

6. Evaluation may include the use of other sources of information as specified in Section II, 

Paragraph C.18.  

 

7. The evaluation of each Offeror’s proposed fees will be conducted using the following 

formula:  

Lowest Responsive Offeror Estimated Biennial Fee 

_______________________________                   X 250 = Awarded Points 

Offeror’s Estimated Biennial Fee 

 

 

8. The TJDC will send award notification to the successful Offeror and regret notices to 

those not selected.  
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APPENDIX A 

 

SECURE DOCUMENT DESTRUCTION AND RECYCLING SERVICES 

FOR THE THIRTEENTH JUDICIAL DISTRICT COURT 

 

ACKNOWLEDGEMENT OF RECEIPT FORM 

In acknowledgement of receipt of this Request for Proposal the undersigned agrees that he/she  

has received a complete copy, beginning with the title page and table of contents, and ending  

with Appendix F. 

 

The acknowledgement of receipt should be signed and returned to the Procurement Manager by the 

deadline established in the Sequence of Events. Email and facsimile submissions are acceptable if the 

sender confirms receipt by telephone with the Procurement Manager. Only potential Offerors who elect 

to return this form completed with the indicated intention of submitting a proposal will receive copies of 

all Offeror written questions and the Agency's written responses to those questions as well as RFP 

amendments, if any are issued. 

 

ORGANIZATION____________________________________________________________________  

REPRESENTED BY:____________________________________________________________  

TITLE: ______________________________________________________________________  

PHONE NO. (___)________________________ FAX NO. (___)________________________  

ADDRESS: ___________________________________________________________________  

CITY: _________________________ STATE: _____________________ ZIP:_____________ 

SIGNATURE: __________________________________________ DATE: ________________  

E-MAIL ADDRESS: ___________________________________________________________  

CIRCLE ONE:  

Organization 

DOES/DOES NOT intend to respond to this Request for Proposals. 

 

Return completed form to: 

  Karl W. Reifsteck, CEO and General Counsel 

 13th Judicial District Court 

 P.O. Box 1089 

 Los Lunas, NM 87031 

 Phone (505) 865-2404 

 Fax: (505) 865-0969 

 Email berdkwr@nmcourts.gov  
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APPENDIX B 

 

LETTER OF TRANSMITTAL FORM 

Offerors MUSTrespond to items a. through h. Failure to respond to all items WILLresult in the 

disqualification of the Offeror’s Proposal. 

 

 

a. Identity (Name) and Mailing Address of the submitting organization:  

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

 

b. Identify the person authorized by the organization to contractually obligate the organization: 

Name  

Title  

Address  

Email Address  

Telephone Number  

Facsimile  

 

c. Identify the person authorized to negotiate the contract on behalf of the organization: 

Name  

Title  

Address  

Email Address  

Telephone Number  

Facsimile  

 

d. Identify the person to be contacted for clarifications:  

Name  

Title  

Email Address  

Telephone Number  

 

e. On behalf of the submitting organization named in item a., above, I accept the Conditions Governing 

the Procurement as required in Section II, Paragraph C(1). 

 

f. I concur that submission of our proposal constitutes acceptance of the Evaluation Factors contained in 

Section V of this RFP.  

 

g. I acknowledge receipt of any and all amendments to this RFP. 

Signature:_____________________________________ 

Date:____________________ 

 

h. Authorized Signature and Date (Must be signed by the person identified in item b., above.) 
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APPENDIX C 

 

CAMPAIGN CONTRIBUTION DISCLOSURE FORM 

Pursuant to the Procurement Code, Sections 13-1-28, et seq., NMSA 1978 and NMSA 1978, § 13- 

1-191.1 (2006), as amended by Laws of 2007, Chapter 234, any prospective contractor seeking to enter 

into a contract with any state agency or local public body for professional services, a design and build  

Project delivery system, or the design and installation of measures the primary purpose of which is to 

conserve natural resources must file this form with that state agency or local public body. This form 

must be filed even if the contract qualifies as a small purchase or a sole source contract. 

The prospective contractor must disclose whether they, a family member or a representative of the 

prospective contractor has made a campaign contribution to an applicable public official of the  

state or a local public body during the two years prior to the date on which the contractor submits a 

proposal or, in the case of a sole source or small purchase contract, the two years prior to the date the 

contractor signs the contract, if the aggregate total of contributions given by the prospective contractor, a 

family member or a representative of the prospective contractor to the public official exceeds two 

hundred and fifty dollars ($250) over the two year period.Furthermore, the state agency or local public 

body may cancel a solicitation or proposed award for a proposed pursuant to Section 13-1-181 NMSA 

1978 or a contract that is executed may be ratified or terminated pursuant to Section 13-1-182 NMSA 

1978 of the Procurement Code if: 1) a prospective contractor, a family member of the prospective 

contractor, or a representative of the prospective contractor gives a campaign contribution or other thing 

of value to an applicable public official or the applicable public official’s employees during the 

pendency of the procurement process or 2) a prospective contractor fails to submit a fully completed 

disclosure statement pursuant to the law. The state agency or local public body that procures the services 

or items of tangible personal property shall indicate on the form the name or names of every applicable 

public official, if any, for which disclosure is required by a prospective contractor. 

 

THIS FORM MUSTBE INCLUDED IN THE REQUEST FOR PROPOSALS AND MUST 

BE FILED BY ANY PROSPECTIVE CONTRACTOR WHETHER OR NOT THEY, THEIR FAMILY 

MEMBER, OR THEIR REPRESENTATIVE HAS MADE ANY CONTRIBUTIONS SUBJECT TO 

DISCLOSURE.  

The following definitions apply:  

“Applicable public official” means a person elected to an office or a person appointed tocomplete a term 

of an elected office, who has the authority to award or influence the award of the contract for which the 

prospective contractor is submitting a competitive sealed proposal or who has the authority to negotiate a 

sole source or small purchase contract that may be awarded without submission of a sealed competitive 

proposal. 

“Campaign Contribution” means a gift, subscription, loan, advance or deposit of money or other thing of 

value, including the estimated value of an in-kind contribution, that is made to or received by an 

applicable public official or any person authorized to raise, collect or expend contributions on that  

official’s behalf for the purpose of electing the official to statewide or local office.  

“Campaign Contribution” includes the payment of a debt incurred in an election campaign, but does not 

include the value of services provided without compensation or unreimbursed travel or other personal 

expenses of individuals who volunteer aportion or all of their time on behalf of a candidate or political 

committee, nor does it include the administrative or solicitation expenses of a political committee that 

are paid by an organization that sponsors the committee.  
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“Family member” means spouse, father, mother, child, father-in-law, mother-in-law, daughter-in-law or 

son-in-law of (a) a prospective contractor, if the prospective contractor is a natural person; or (b) an 

owner of a prospective contractor.  

 “Pendency of the procurement process” means the time period commencing with the public notice of 

the request for proposals and ending with the award of the contract or the cancellation of the request for 

proposals.  

“Prospective contractor” means a person or business that is subject to the competitive sealed proposal 

process set forth in the Procurement Code or is not required to submit a competitive sealed proposal 

because that person or business qualifies for a sole source or a small purchase contract. 

“Representative of a prospective contractor” means an officer or director of a corporation, a member or 

manager of a limited liability corporation, a partner of a partnership or a trustee of a trust of the 

prospective contractor.  

 

(Completed by State Agency or Local Public Body) 

DISCLOSURE OF CONTRIBUTIONSBY PROSPECTIVE CONTRACTOR:  

Contribution Made By: 

__________________________________________ 

Relation to Prospective Contractor:  

__________________________________________ 

Date Contribution(s) Made: 

__________________________________________ 

__________________________________________ 

Amount(s) of Contribution(s) 

__________________________________________ 

__________________________________________ 

Nature of Contribution(s) 

__________________________________________ 

__________________________________________ 

Purpose of Contribution(s) 

__________________________________________ 

__________________________________________ 

(Attach extra pages if necessary) 

___________________________ 

_______________________ 

Signature 

Date 

___________________________ 

Title (position) 

--OR 

—  

NO CONTRIBUTIONS IN THE AGGREGATE TOTAL OVER TWO HUNDRED FIFTY DOLLARS  

($250) WERE MADE to an applicable public official by me, a family member or representative. 

_____________________________________________________ 

Signature 

 

Date __________________________ 
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APPENDIX D 

 

New Mexico Employees Health Coverage Form 

 

1. For all contracts solicited and awarded on or after January 1, 2008: If the offeror has, or  

grows to, six (6) or more employees who work, or who are expected to work, an average of at least 20 

hours per week over a six (6) month period during the term of the contract, offeror must agree to: 

(a) have in place, and agree to maintain for the term of the contract, health insurance for those employees 

and offer that health insurance to those employees no later than July 1, 2008 if the expected annual value 

in the aggregate of any and all contracts between Contractor and the State exceed one million dollars or; 

(b) have in place, and agree to maintain for the term of the contract, health insurance for those 

employees and offer that health insurance to those employees no later than July 1, 2009 if the expected 

annual value in the aggregate of any and all contracts between Contractor and the State exceed $500,000 

dollars or 

(c) have in place, and agree to maintain for the term of the contract, health insurance for those employees 

and offer that health insurance to those employees no later than July 1, 2010 if the expected annual value 

in the aggregate of any and all contracts between Contractor and the State exceed $250,000 dollars. 

 

2. Offeror must agree to maintain a record of the number of employees who have (a)  

accepted health insurance; (b) decline health insurance due to other health insurance coverage already in 

place; or (c) decline health insurance for other reasons. These  

records are subject to review and audit by a representative of the state. 

 

3. Offeror must agree to advise all employees of the availability of State publicly financed health care 

coverage programs by providing each employee with, as a minimum, the following web site link to 

additional information http://www.insurenewmexico.state.nm.us/default.aspx 

 

4. For Indefinite Quantity, Indefinite Delivery contracts (price agreements without specific limitations on 

quantity and providing for an indeterminate number of orders to be placed against it); these requirements 

shall apply the first day of the second month after the offeror reports combined sales (from state and, if 

applicable, from local public bodies if from a state price agreement) of $250,000, $500,000 or 

$1,000,000.  

 

Signature of Offeror:_________________________  

Date________ 
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APPENDIX E 

 

 

TOTAL COST AND CERTIFICATION 

 

$________________________ 

 

The proposer understands that the Thirteenth Judicial District Court reserves the right to reject 

any or all proposals and to waive any irregularities in order to award the bid in the best interest of 

the State of New Mexico. 

 

I hereby certify that I am authorized to act on behalf of the company making this proposal and 

that all statements made in this document are true and correct to the best of my knowledge.  

  

 _____________________________________  

(Signature) 

 

_____________________________________  

(Printed Name) 

 

_____________________________________  

(Title) 

 

                                  

_________________________ 

(Date) 
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APPENDIX G 

REFERENCE QUESTIONNAIRE 

 

The State of New Mexico, as a part of the RFP process, requires proposing vendors to submit a minimum of 

three (3) business references as required within this document. The purpose of these references is to document 

the experience relevant to the scope of work and provide assistance in the evaluation process.  

 

The proposing vendor is required to send the following reference form to each business reference listed. The 

business reference, in turn, is requested to submit the Reference Form directly to the Procurement Manager by 

the RFP submission deadline for inclusion in the evaluation process. The form and information provided will 

become a part of the submitted proposal. The business reference may be contacted for validation of answers to 

the questionnaire.  

 

RFP # 2017-2A REFERENCE QUESTIONNAIRE FOR: 

 

_________________________________________________ 

 

This form is being submitted to your company for completion as a business reference for the company listed 

above. This form is to be returned to the State of New Mexico, Thirteenth Judicial District Court via facsimile 

or e-mail at:  

   Karl W. Reifsteck, CEO 

 13th Judicial District Court 

 P.O. Box 1089 

 Los Lunas, NM 87031 

 Phone (505) 865-0424 

 Email berdkwr@nmcourts.gov 

 

no later than June 22, 2016 at 3:00PM and must not be returned to the company requesting the reference.  

For questions or concerns regarding this form, please contact the State of New Mexico Procurement Manager 

listed above. When contacting us, please be sure to include the Request for Proposal number listed at the top of 

this page.  
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CONFIDENTIAL INFORMATION WHEN COMPLETED 

 

 

 

 

Company providing reference  

 

Contact name and title/position   

 

Contact telephone number   

 

Contact e-mail address  

 

 

 

 

 

QUESTIONS:  

1. In what capacity have you worked with this vendor in the past?  

 

COMMENTS:  

 

 

 

2. How would you rate this firm's knowledge and expertise?  

 

(3 = Excellent; 2 = Satisfactory; 1 = Unsatisfactory; 0 = Unacceptable)  

COMMENTS:  

 

 

 

3. How would you rate the vendor's flexibility relative to changes in the project scope and timelines?  

 

(3 = Excellent; 2 = Satisfactory; 1 = Unsatisfactory; 0 = Unacceptable)  

COMMENTS:  

 

 

4. What is your level of satisfaction with hard-copy materials produced by the vendor?  

 

(3 = Excellent; 2 = Satisfactory; 1 = Unsatisfactory; 0 = Unacceptable)  

COMMENTS:  

 

 

5. How would you rate the dynamics/interaction between the vendor and your staff?  

 

(3 = Excellent; 2 = Satisfactory; 1 = Unsatisfactory; 0 = Unacceptable)  

COMMENTS: 
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6.  Who were the vendor’s principal representatives involved in your project and how would you rate them 

individually? Would you comment on the skills, knowledge, behaviors or other factors on which you based the 

rating?  

 

(3 = Excellent; 2 = Satisfactory; 1 = Unsatisfactory; 0 = Unacceptable)  

 

Name: ___________________________________________________Rating:  

 

Name: ___________________________________________________Rating:  

 

Name: ___________________________________________________Rating:  

 

Name: ___________________________________________________Rating:  

 

COMMENTS:  

 

 

 

 

7. How satisfied are you with the products developed by the vendor?  

 

_______________(3 = Excellent; 2 = Satisfactory; 1 = Unsatisfactory; 0 = Unacceptable)  

COMMENTS:  

 

 

 

8. With which aspect(s) of this vendor's services are you most satisfied?  

COMMENTS:  

 

 

 

 

9. With which aspect(s) of this vendor's services are you least satisfied?  

COMMENTS:  

 

 

 

 

10. Would you recommend this vendor's services to your organization again?  

COMMENTS: 


